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ADMINISTRATIVE INSPECTION
OBJECTIVES

The objective for this lesson is to provide
Aerodrome Certification Inspectors an
overview of the FAA inspection process

for administrative inspections.




Introduction

This session subject matter from:

FAA Part 139, Certification of Airports

FAA Order 5280-5, Airport Certification Program
Handbook

ICAO Doc 9774, Manual on Certification of
Aerodromes
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Administrative Inspection

Reviewing the Aerodrome Manual, AEP, WHMP and Snow & Ice
Control Plan with airport staff is part of the Administrative

Inspection process. The purpose of the review is to determine if
the manual is up to date and accurate.

A preliminary review would have been conducted in the office while preparing

for the inspection. During the Administrative Inspection, any questions from the

preliminary review will be discussed with airport staft. 5










Administrative Inspection

The Administrative portion of the inspection involves reviewing
records required to be maintained by airport staff.




Administrative Inspection

Records review by FAA Inspectors include:

Notices to Airmen (NOTAMS)

Field Condition Records

Self Inspection Records & Work Orders

Fuel Inspection Records

Wildlife Log

ARFF Training Curriculum & Training Records

Basic Emergency Medical Care Training Records

Fueling Agent Training Records

Ground Vehicle/Pedestrian Training Curriculum and Training Records
Airport Emergency Plan Training/Annual Review/Full-Scale Exercise

Training Curriculum & Training Records for airport authority employees with
responsibilities in the airport certification program (ACM)

Self inspections, fuel inspections, issuing NOTAMSs, snow & ice control,
wildlife hazard management, airport familiarization, maintenance
procedures, visual aid standards, electrical safety procedures
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Training for Operators of Vehicles

Annex 14, Attachment A, Section 18;

18.1 - The authorities responsible for the operation of vehicles on the movement
area should ensure that the operators are properly qualified. This may include,
as appropriate to the driver’s function, knowledge of:

a)
b)
c)
d)

e)
)
9)

the geography of the aerodrome;

aerodrome signs, markings and lights;

radiotelephone operating procedures;

terms and phrases used in aerodrome control including the ICAO
spelling alphabet;

rules of air traffic services as they relate to ground operations;
airport rules and procedures; and

specialist functions as required, for example, in rescue and fire
fighting.

ICAO Annex 14, Attachment A, Section 18, contains a list of
subjects that vehicle operators should be trained in.

Inspection Process (Administrative) FEterEl v ElEn g

Administration




Examining self-inspection records may reveal that the airport has
a wildlife problem that may trigger the need for a wildlife hazard
assessment and other wildlife hazard mitigation measures.







There are many different methods of documenting daily self-
Inspections. This is a computer based method that is completed
by airport operations personnel after the self-inspection. 13




At large airports, it is @ common practice to use a work order
system to document correction actions by Airport Maintenance

staff at airports where self inspections are conducted by
Operations personnel.




When conditions found during self-inspections require a NOTAM,
records should document that a NOTAM was issued. 15




Aerodrome Inspectors should compare the self-inspection records
with the checklist shown in the Aerodrome Manual to see if the
same checklist is being used.




A detailed review of the self-inspection records during the Administrative
Inspection will reveal to the Aerodrome Inspector:

* Whether or not the airport operator is complying with airport certification
regulation requirements on a continuing basis.

* The timeliness of corrective actions for unsatisfactory conditions found during
self-inspections. 17



















Administrative Inspection

e Consecutive Calendar Months (CCM)

- A calendar month describes the entire month as one
unit of time, rather than broken down into days

Example: John Doe completed Airport Condition
Reporting training February 1, 2013.

He must complete recurrent training no later
than February 28, 2014.

Airport Certification Inspection

Federal Aviation Administration




Part 139 Required Training -

SUMMARY

NQTE: Initial training is
required prior to
performance of duties.
Recurrent {raining is
required at least once
every 12 CC months.
Records must be
maintained for 24 CC
months after
completion of training.

Employee

Title

John Doe

Operations Speciall

10/29/12013

312512013

Jane Doe

Operalions Specialist

1/6/2013

10/29/12013

B/9/2013

10/9/2013

5/31/2013

2/7/12013

3/28/2013

20712013

Mike Public

Maintenance

314/2013

10/29/2013

2/1/2013

5/29i2013

9/112013

Part 139 Required
SUMMARY

Training -

2i7i12013

NOTE: Initial training Is
required prior to
performance of dulies.
Recurrent training is
required at least once
every 12 CC months.
Records must be
maintained for 24 CC
months after
completion of training

Employee

Title

John Doe

Operations Specialist

2/28/2012

10/30/2012

3M9i2012

41212012

Jane Doe

Operations Specialist

1/9/2012

10/30/2012

8/21/12012

10/17/2012

3/31/2012

Mike Public

Maintenance

31172012

10/30/2012

211i2012

51912012

1122/2012

Examples of a problem where required training exceeds 12 consecutive
calendar months. This information would be verified with the employees
training file and signed training sheets for each subject.




Training materials and reference documents used by airport
authority personnel should also be examined to ensure necessary
documents are available and up-to-date.
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Part 139 Requirements

Part 139 requires the certificate holder to require fueling agents
Immediate corrective actions. The fuel inspection records
document that the certificate holder is not meeting this
requirement.




3. 139.321G - Operations: Handling and Storing of Hazardous Substances
and Materials.

Sioux Gateway airport did not require JetSun Aviation to take immediate
corrective action to correct the inoperable interlock brake system on the 100LL
truck. This problem remained uncorrected for over 6 months and was
documented on the fuel inspection checklists as not in compliance with the
airport fire safety standards for 3 consecutive quarterly fuel inspections. The
interlock brake system has since been repaired, however, a system or
procedures are lacking for notification to the fueling agent and follow-up on non-
compliance to the fueling fire safety standards.

Correction Date: 6/19/2009

This situation of non-compliance was addressed on a Letter of
Correction.
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There was also a related situation of non-compliance where
NOTAMS were not being issued for inoperable holding position
signs as required by Part 139.339(c)(6).




Part 139 also requires self-inspection records to document
conditions found and all corrective actions taken.
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